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Is Customer

Yes

4

booking details

l
from customer

Collect the

Timetable Office

Collect the
No———» booking details
from customer

A
Advise of room hire
fee, charges for
Public Liability
insurance, Cleaning
(if eating)

Is this a
previous

customer

Yes

s customer a
bad debtor

Yes

Follow debtors process

Signed booking
agreement by

s there a
conflict of
interest

Yes

Advise customer of
conflict of interest

Collate
information
for booking
agreement

Booking
Agreement

customer

Get Academic
Timetabling
Manager to sign off
and approve booking

A

Enter booking into
Syllabus Plus

Email booking
agreement to
Customer

v v

v

Advise Security, Course
Info, Grounds, Compass
Catering, Marketing,
Library of booking

Create a HEAT Job
for any furniture that
needs to moved

Generate Invoice

Give customer
contact for catering
and contact for AV

Support

Unitec

Institute of Technology
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